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Organization Code and Occupational Series 
Update User Guide 

 
 

User Guide 

Purpose:  

Once a position is created, the Organization Code and Occupational Series 
fields cannot be changed on the position screen.  This guide illustrates how 

to update Organization Code and/or Occupational Series on Vacant/Valid 
Positions using the Org and Occ Update process. 
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Navigate to the vacant position  

 
 
 
Depending on your responsibility, click the ‘Org and Occ Update’ button 
 

 
 
OR 
 
 ‘Others’ button and choose Org and Occ Update  
 

 
 

 
 
 
Enter effective date of change and new ‘Organization’ and/or ‘Job’.  Click ‘Submit” button  
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You will receive a Note that the position has been updated.  Click ‘OK’ button  

 
 
Click ‘Close’ button 

 
 
 
The Position window has been updated and is date tracked to effective date of change. 

  
 
Verify the position information is correct and validate the position 
 
 
 


